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When it comes to professionalism and career development, it refers to techniques that allow individuals to quickly gain skills and competencies in their field of expertise while also moving them forward in their professional objectives. With an emphasis on professional and career development, this paper seeks to provide a clear definition of the Business Assistant's role within the procurement and quality professions. Among the objectives of this study are to provide an examination of the abilities and competencies that an individual must gain, as well as an exploration of the numerous skills that an individual may acquire to become a successful leader. Also confirmed is that the Gibbs Reflective Cycle is being utilized to undertake reflex analysis on concepts that have been created and executed, according to the report. 
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	Strengths
· Able to create goals and accomplish success for the company with relative ease

· Possess the capacity to oversee and create leadership activities and initiatives.

· The development of communication and academic abilities

· Adaptable and conscientious
	Weakness
· Incapable of delivering a persuasive speech or presentation

· Inability to manage one's time

· Are unable to relate to or meet the needs of the consumers

· There is insufficient experience

	Opportunities 
· Can concentrate on utilizing the most up-to-date technologies for packaging.

· The ability to think outside the box

· Cooperative nature-based business establishment

· Learn and develop new skills.
	Threats
· Shifting consumer expectations in response to shifts in the social environment
· A risk-free frame of mind
· In terms of quality assurance, there was a lack of delivery.



[bookmark: _Toc89180038][bookmark: _Toc89712787]Personal Development Plan
	Skills that I need to pay attention to and work on.
	A strategy for gauging one's ability to do something
	The date by which the talent is expected to be mastered.

	utilizing a variety of research methods to gather data for analysis
	This may be evaluated by focusing on various research approaches and the use of research skills. Market exchange and share can be set in advance, for example (Torres, 2017).	
	2.5 months

	Develop a business proposal by utilizing my analytical abilities.
	Using market research, this may be readily accomplished. Using this strategy, any operating system or function may be anticipated.
	Four months

	The ability to adapt and recover quickly.
	Spending time with an expert in a certain field can help. Modifying a person's relevant skillset is another option.
	Five months

	Ability to use a method based on technical proficiency
	The more you engage with a certain object, the more you may learn about its workings. Aside from that, it is imperative that this internship and the associated chance to get office experience to be made available (Riess, 2017).
	9 months

	Motivation and self-belief
	Through my own initiative and in a dynamic atmosphere, I want to accomplish this. This improves one's self-confidence and self-esteem.
	1 year
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In order to be a successful manager in the packaging assistance industry, one must have a variety of talents. Packaging assistants must possess strong leadership, management, and interpersonal, communication, and organizational skills in order to succeed. Knowing and understanding other critical computer programmers such as logistics software is also required. An effective business assistant manager will have the abilities listed below.
Ongoing process improvisation
The continuous improvement approach includes product, service, and process innovation. This discipline includes a systematic approach to identifying and correcting organizational faults. In order to ensure ongoing process improvement and the transition to cellular manufacturing, TQM is employed. Continuous improvement in the packaging industry may be done by altering the methods and processes that are used to create packaging (Byrne, 2018).
Product Development
The entire process of creating a product is referred to as "product development". It takes a long time for a product to be ready for general consumption. It is, therefore, possible to break product development down into multiple stages, each of which has its own unique set of issues and opportunities. An employee in this job must deal with customer complaints, develop new products, and collaborate with sales and manufacturing. In order to build the finest possible package, product development and marketing teams collaborated.
Standards of excellence
It is the company's responsibility to ensure that the quality standards it has set for its goods are met and maintained throughout the whole manufacturing process, from design to delivery. Standards, norms, and consumer qualities are all part of an excellent standard for any intended final product or service. Investigating customer complaints and working with vendors to remedy packaging/ingredient issues are also a component of the job. Standards for print, textile, flexographic, and poly packaging quality have been set and are being kept up. Package plans should be implemented on schedule and to the highest standards (Deck et al., 2018).
Assurance of Compliance
The process of ensuring that all previously defined standards have been met is known as "assuring compliance." Enforcing all restrictions can help increase adherence to regulations. Keep a check on the supply chain, enforce packaging deadlines, and assign assignments to each employee. The plating thickness on the items should exceed industry norms and rules, so make sure to check this out before you buy anything. On-site inspections are carried out often to guarantee that the client's requirements are met. It has been confirmed by the facility's inspection that safety standards and regulations have been met. Environmental, health, and safety rules must be followed at all levels of government.
Quality of the product
Product quality is critical to a company's success. This entails improving a product or service in order to meet the needs of the target audience. Making a product more attractive to the end-user is part of the process of improving its quality. Regular quality inspections can help assure a product's quality. Employee productivity, machinery efficiency, and product quality have all been boosted by the introduction of new incentives. Increasing output, improving product quality, and delighting customers have all been the targets of several programmes implemented throughout the years. Employee motivation and productivity improvements, equipment productivity, and product quality have all benefited from workplace initiatives (Martins et al., 2019).
Logistics
The organization and execution of duties in logistics are extremely difficult. Certain tasks in logistics need meticulous planning in advance. An example of how a packaging manager's CV may contain logistics is shown here: To attract new customers and increase your customer base, aid in the supply of premier following transport and logistics services with sales assistance. By working closely with the factory's logistics team, you may take the packing endeavor all the way to the grave. Assemble and transport merchandise to various distribution centers around the country. Mail should be delivered to conflict zones in an organized and efficient manner.
Firm and its policy
Rules and regulations issued by a company constitute the industry's code of conduct, which are called firm policies. This rule applies to everyone who works for the company. New employees are already familiar with the company's policies and procedures. To keep the workplace safe, adhere to all federal, state, local, and corporate rules, and regulations, and quickly and consistently resolve any workplace conflicts amongst employees in accordance with business principles are just some of the responsibilities of an efficient manager (Chong and Leong, 2017).
GMP
As a standard operating procedure, GMP is utilized in the manufacturing business to assure product quality. It is essential that all manufactured goods, including food and drink, meet quality standards for the system to function. This strategy minimizes risks that cannot be avoided once a product has been examined. Customers were not affected by the GMP-compliant production of ready-made cardboard boxes. GMP rules are being followed to ensure the safety of sanitary employees in production and packaging. GMP-compliant label placement has been made possible because of a controlled environment. The lean strategy of dilution was utilized again to meet GMP requirements and extend the production of liquids and specialized items. We designed, created, and executed packaging records to meet GMP packaging criteria (McDougall et al., 2018).
Mock Interview Grading Rubric
Date:  1/11/2021   
STUDENT:   Catalin 	INTERVIEWER:    Dr Eric Osei

SCORE:    5= Excellent,  4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	

	      Showed up on time
	
	
	
	
	
	Dress appropriately but showed signs of shyness and lack of confidence. Could have also smiled and demonstrated enthusiasm. 

	      Firmly shook hands of interviewer, smiled and greeted
	
	
	
	
	
	

	      Had resume/references and offered professional copies
	
	
	
	
	
	

	      Greeted and maintained eye contact 
	
	
	
	
	
	

	      Dressed appropriately
	
	
	
	
	
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	
	
	
	
	
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	You articulated your key skills and experiences, but they were directly related to the job that you applied for. You always conduct research on your job and company to determine their and align those skills to them.
You highlighted a weakness you do not want to speak public, but you could have always indicated what you are doing to reduce the weakness. 
Was able to explain how to solve leadership and teamworking /conflict problems but you should always use STAR to identify exactly what happened, what needed to be done, the action you took, and the results achieved. 
I encourage to have confidence and enthusiasm in your own abilities and improve upon communication to give you opportunities in career. 



	      Demonstrated knowledge about the company
	
	
	
	
	
	

	      Answered questions completely, yet briefly
	
	
	
	
	
	

	      Utilized STAR/BAR format for Behavioral Questions
	
	
	
	
	
	

	      Understood company needs/Emphasized qualifications
	
	
	
	
	
	

	      Understood position/Pointed out work related skills
	
	
	
	
	
	

	      Displayed enthusiasm
	
	
	
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	
	
	
	

	      Acted in a polite manner
	
	
	
	
	
	

	      Referenced specific items on resume
	
	
	
	
	
	

	      Responded to questions promptly, but not hurriedly
	
	
	
	
	
	

	      Asked appropriate questions of the interviewer
	
	
	
	
	
	

	      Spoke clearly and at a reasonable volume
	
	
	
	
	
	

	      Avoided use of filler/empty words, slang, etc.
	
	
	
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	
	
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 

	
Dr Eric Osei

	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                     POINTS EARNED     59 %
	
	
	
	
	
	

	                              GRADE  _09/15
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There are a variety of reflective models and methods available for the person to focus on in order to obtain access from the module for the examination of the learning generated from the module. Retrospective learning may be facilitated by using Gibbs' reflective cycle, one of the most widely used models for analyzing the module's many variables and techniques (Argyropoulou and Kaliris, 2018). An action plan is a final phase in the six-step process of this methodology. According to a review of the six phases, this module's reflective index is based on professional and career growth in the retail business as a business assistant. 
Description
The current job description is based on an evaluation of personal and professional development in the business assistant industry. Goals and objectives are established using the SMART approach. Other self-awareness methods, such as learning style, psychometric test and many other activities are also included in this module to decide the selection process. As part of the retail recruitment and selection process, mock interviews are employed. Various analytical methodologies are employed in order to provide the applicants applying for this post with both personal and professional strength throughout the selection process.
Feelings
I was hesitant to begin this project for this module because of the intense level of competition and lack of prior expertise in the sector (Braem and Egner, 2018). Despite my best efforts, I was unable to compile any information on acknowledgement in relation to the many actions that need to be completed and implemented in the present module using various tools. Because of the constantly shifting conditions and needs of the people, I was hesitant to apply for this position.
Evaluation
There were a few challenges I had to overcome while doing this particular work function. One of the most difficult aspects of my position is that I lack the necessary characteristics and resources. It is also necessary that I use my abilities in order to succeed in any endeavor that requires a strong feeling of passionate understanding. There is no substitute for self-awareness and self-control when it comes to achievement in any scenario.
Analysis
As soon as I started working in this position, I realized that this field has a lot of potential for professional and career advancement (Goren and Yemini, 2017). With the support of fresh chances in the job, I was able to work on my talents and improve them. It wasn't only the fact that I was able to keep up with shifting client expectations that made me successful. As a result of this, I had also concluded that I would be a business assistant in the future.
Conclusion 
As a result of working in this position, I was able to expand my professional and career growth opportunities. As a result, I've developed a wide range of academic abilities that will be crucial to my future work in order to maintain or raise my career.
Action plan 
As a result of my evaluation of the aforementioned factors, I plan to share my results with my superiors in order to offer advice on how to go about applying for a more senior position. The action plan will include specific and measurable goals and objectives for the specific retail industry employment function. In addition, I will provide effective growth and expertise in a variety of sectors and elements so that I may meet my deadlines. SMART and CLEAR objectives have been established for my professional and career advancement.

[bookmark: _Toc89180042][bookmark: _Toc89712791]Conclusion
The business assistant position in retail is profiled in the above research, which focuses on professional and career development. SWOT analysis and a personal development plan were used in the study to analyze the many variables that should be included in a person's personal abilities and competencies. In addition, the research talked about the talents needed for a successful packaging assistant manager in the retail business. To sum up, managers are able to be considered successful managers by enhancing ongoing processes, ensuring products meet quality standards, monitoring quality control, streamlining logistics, and a host of other aspects. In addition, to acquire a better knowledge of the module, the study also included an examination of the Gibbs reflective cycle.
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